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Learning Administration Introduction: Personalize Your Admin Experience

SuccessFactors Learning Administration Home page
is configurable, allowing you to choose the layout of
the page, enter Welcome information, and add Quick

i successfactors™

An SAP Company

Test Admin (admin2) ~

Learning Administration ~( 1

Links to the tasks you complete most frequently. i~ & = - & "™ b
Home Users Competencies Learning Content Commerce  System Admin References  Reports
Admin Tools > Learning > Learning Administration ol 40| Searchi | Enter Keywords or Command | (Gor) | |
o Q..

a Learning Administration

Learning Administration is where you add and edit
learning related items, schedule training, enroll users
into training events, give users credit for completing I
training, and run reports.

Welcome to SuccessFactors Administration

i New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around.
Watch the Tutorial @

Learning Job Aids | Web Demonstrations

Demonstrations of Common Tasks

Creating an Instructor-Led Course | Creating a Curriculum | Assigning Items | Recording Learning Events
@ Home Page Layout
You can configure your own Learning Administration
Home page by adjusting the layout of the Welcome Quick Links / —

and Quick Links areas. You can also adjust the size of A Usor

each area using the slide bar between the two areas.

e Quick Links from Home Page
Any command available from the Search text box

| S iy S

— == Create Online Course
—_

After creating an ltem (course) and User,

you can either assign the course [User
Needs Mat] or go straight to record

completion for the User. The completi ...

Add ltem
Create any assignable unit of training.

— == Create Instructor-Led Course
—l

-

After creating the User and the ltem
(course), schedule when the course will
be taught (an Offering ofthe course).
Completion can be marked based on ..

Add Catalog
Add Catalogs to limit what ltems are

Create Users to track the talentin the
organization in any way that is needed;,
from performance based on learning or
goals to developmental for successio ...

Add Scheduled Offering
A Scheduled Offering is an Instructor led

B =

available to individual Users. This
allows Users and Supervisors to get a
tailored list of available courses.

These can be either an online learning,
instructor-led, a blended version of both,
or an ad hoc learning exercise.

course. It allows for registration by
users, Additionally, resources can be
specified for its execution such as the ...

can be added to your Quick Links, so you can easily
complete the tasks you do most often. Quick Links A
can also be configured into groups that allow larger

processes to be defined and accessed from one area. Spotlight: Personalize Your Admin Experience = .. - 3
YOU can CUStomlze the Learmng Iandmg page fOI’ Users Competencies Learning Content Commerce System Admin

your users by adding custom, media rich tiles using S s em——————
the custom content tile tool and rich text editor. If Choose a Different Layout
you have experience in web design, you can switch
to code view and enter custom HTML. You can also
create custom content tiles for specific organizations.

Quick Links can be defined on a global level and then
personalized by every administrator, always following
any assigned security permissions. The definition for

each selected command is label driven.

Ico+

<

Select the layout for your Homepage

O Guided Mode

Guided mode provides less experienced
administrators with a guided process for completing
routine, multi-step actions. Click the Guide Me icon
on any group process to access that process from
anywhere within the application.
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Personalize Your Admin Experience: Step by Step

Configuring Quick Links and Home Page o S
Admin Tools > Learning > Learning Administration > System Admin >

Configuration > Quick Links Configuration QDA Mm
Home Users Competencies Learning Content Commerce System Admin References Reports
‘ Search: | Enter Keywords or Command (Gop ‘ i &
o Select the Manage Links and Groups button. = :
et Up page -
. . . . = Application Admi STl B R furtik 3 Rl S CeRoamiznimlainy o groups of links t larger
Select the quick links you wish to add to the default Learning AR { Marege Links arid Giodps ® ck""k5°'9'°u0'hs
L. i ) Slseciy pf'. Select the quick links or group that you want to configure to be shown on y: mepage Manage Links and Groups
Administration Home page and click Add. (6 Automatic Processes 6 © Add Group [
e Click Add Group to create a group of quick links which define a larger SGemertors Available Seloctod
process or are related, which you want to show together. 5 Configuration LViewal " | B Creata Ondkne Course
MCEITEO SScIv s L3 Coneen
D Wwhen done, click OK. | @ foes o
Add Branding Style Add All 8 Add Scheduled Offering
e When donel C“Ck Save . ﬁ:: 2::: Custom Column 4= Remove ;ii;s:ge:'r:‘:::::::pm
I Add Community 4& Remove All User Needs Mgmt
Add Competency Profile Add Catalog
N Iymia Add Content Object
m’x’ Add Content Pa::ksge
Oviok Liiks Confiration Add Content Player 4 Move Up || § Move Down
| /
’ Q OK Cancel ‘
N Add Catalog

i ==| Add Calalogs to limit what ltems are
4 avallable to Individual Users. This
allows Users and Supenvisors to geta
tailored list of available courses

VA e Save Reset
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Personalize Your Admin Experience: Step by Step

Configuring Tiles
Admin Tools > Learning > Learning Administration > System Admin >
Configuration > Landing Page Settings

Click the Add Custom Tile link.

In the Tile Settings section, enter a descriptive Tile Name for your own
reference. This will not be shown to users.

Custom tiles can be created for a specific group and suborganization by
specifying who the tile should be shown to. You can also select to show
the tile all the time or only on certain dates. The Tile Display Size can be
changed using the drop-down menu.

In the Configure Content section, enter the Tile Title that will be shown to
users, a brief description.

Click Save.
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-

i,:

Test Admin (admin2) -

= Application Admin
Security
(= Automatic Processes

[# Connectors

Default Not Used

(=) Configuration

Compelency Assessment
Connector Settings
Content Players.

Eaay Links

External Reports.

Notification Syntax
Hotification Templates
OAuth Token Server
Quick Links Configuration
Record Configuration
Regiztration Settings
Search Sclectors

System Configuration
Talent Profile

Title

My Learning
Assignments.

My Curricula

Laarning History

Links

Find Learning

My Employees

Custom: Daily News

Custom Tile 1

Home Users Compelencies Learning Content Commerce System Admin

Active Dates

Al

& Al
* Al
* Al
-
£ Al

Al

Al

(Gor)

You can decide the defaull view of the Laaming landing page by choosing which tiles to make available and selling the starting ~
posilions and Ihe sizes of he liles. You can delermine these setling for user organizalions. Laler your users can personalize their home
pages by moving or changing the tile size lo suil their preference.

These tiles are now Included in the Default view of the Homepage. To change the order of the tiles, roll over a tile row and
click thes Up arrow or DOwn amow.

Default Size

612x 612

Large

Medium «
Medium

206 x 138

Large

Medium Edit

Large Edit

[z Application Admin
[zl Security
=] Automatic Processes

[z Connectors

Competency Azsessment
Connector Settings
Content Players

Easy Links

External Reports
External Request
Global Variables
Landing Page Seltings
Images

Module Tab
Notification Syntax
Notification Templates
OAuth Token Server
Quick Links Configuration
Record Configuration
Registration Settings
Search Selectors
System Configuration
Talent Profile

User Passwords

User Settings
User-Created Account
VLS Configuration

[z Custom Columns
=l Tools
Background Jobs

License

=] Configuration

Add Custom Tile

Step 1 - Tile Settings

*Show Tile On These Dates @ Ajl dates

Step 2 - Configure Content

“Tile Title:

(@] Only certain dates

“Tile Display Size |Large (296 x 296 pixels)

Thig is the title users see at the top of the tile

Choose a name that describes the type of tile you're creating. This name is not shown to your users

Show Tile For This Group Q, _

Include suborganizations

*Description

“Main Content = ] souree |

This is the description users see in their Tile Browser

2 al&

£ Styles |

\j Fomt |

| - &

\j Fort |

[-]se[ [-]B 1 U

body p

Image uploading functionality will be enabled once the tile is saved for the first time.




Learning Administration Introduction: Administrator Screen Layout

The Learning Administration page is organized into #2 Check System -
four main sections. Learning Administration v e AL successtﬂﬁt@?ﬁ
Admin Tools > Learning > Learning Administration
Home Users Competencies Learning Content Commerce System Admin References Reports
| | \ Search: (Enter Keywords or Command 9 1| Go ) | | I ﬂ» |
Top Menu Frame
The top menu frame contains tabs and buttons used
i i i ltems e Search Add New | @
to access the main functional areas in SuccessFactors l — e .
) s >
Learn I ng . _ Search Saved Searches &
Scheduled Offerings
Enter a value for each field that you want to use to fiiter your search. Some fields allow you to select from a kist of values. You can also add
Classes or remove search criteria to further refine your search.
e Keyword and Quick Command Growp Instances SweAs  Reset
Use the Search textbox to perform a keyword or quick Catalogs Case sensitive search- O ves ® Mo
command search_to locate a record base_d on the Curricula ttem 1D: [Strts Wi ]
text that appears in one of the common fields for that —— Search All Locales: O Yes ® No
ltem Title: A v
record. Questionnaire Surveys Stars wan B
- ) Item Types: [starts with T
ommunites
Revision Date: @~ = @
Left Menu Frame nstruclors (DDA, mL ]
Based on the button clicked in the top menu frame, Tasks Revision Number. [stats v L
a related set of menu options display in the left menu —— tlem Status: @ sotve () Notacte () goln
. . e Item Classification: i T
frame. If a menu item has subsections within it, a plus founvan T[]
. . . . Online Settings: [] Has online
button is displayed which can be clicked to expand the e e enien
menu. Add/Remove Criteria ©
L Search Save As Reset

Q Content Frame — < Check System -
When a left menu option is selected, the Spotlight: Top Menu Frame 2 : SUCCGSSfaCtQ?rS
corresponding screen displays in the content References allows you to manage the AnSAP Compary
fame. This is the working area where searches are referenced fields that used throughout
conducted to retrieve, view, and edit records. There SuccessFactors Learning, including calendars SIS A
are two features on every page in the content and time, geography, and physical resources.
frame: Breadcrumbs and Help. . : .

e Reports is used to manage reports, including

searching for and running reports.

Preferences is used to change your locale
(language, date/time format, etc.) and time il @

zone settings, reset your e-signature personal
identification number (PIN), and reset your
password and security question/answer.

help you learn your way around.
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Learning Administration Introduction: Layout of Learning Records

Admin Tools > Learning > Learning Administration #% Check System -
Learning Administration ¥ oot ot oo 0 SUCCGSSL&SSESE
The Bookmarks area in SuccessFactors Learning TN & i’ - - Y 0 4
. . . .. Home Users Competencies Learning Content Commerce System Admin References Reports
is to provide you with a method for organizing the S
. E \ Search: (Enter Keywords or Command | Go ) | | I ﬂ»

database records and system entities that you need | '
to access or modify most frequently. This allows you Bookmarks | Recents X i Search Ruoulls
to skip the step of repeatedly searching for commonly ﬁﬁ:::g;guuw.. [} Anti-Discrimination Policy w/Exam DOCHRSOP-. (] = @  Actions  ViewAl
accessed records. B ATl sy oty Related More @ Online Content Q|- Settings |v| (@ Available for launch ~ © ¥

) Orientation Assignment Profiles Title Enforce Or... Remove
Bookmarks are accessible from any screen within the B Segments P P S S S — T
application. Entities can be bookmarked based on B o 106 1 107120. [ Online Contont | o

L. Competencies R, )
personal preference. As an administrator, you have B et r02em e = ¥ AntiDiscrimination Policy Exam )
- ) est (Rev 1 - 10/24/ . am Groups
the ability to bookmark Items, Curricula, Scheduled 4 o, Marcus Cotalogs
Offerings, User Records, Catalogs, and Assignment 5 ;"m"L' o Subject Areas
-Loc! ag

Profiles in SuccessFactors Learning. BRIEF ZOR-LoTO01 Rev 1 .- Prerequisites

9 ;TJ!:;IIE!ERJ;L!(;:'IREV1 -10... ” Substitutes

Scheduled Offerings
test

e Recently Accessed Records B GRies st v 1 - 1028201 Curricula
The Recents panel displays the records that you B Coorss 504 EP Sfety Re. T
have accessed most recently at the top of the list. [5) AMC-Privacy 101

ONLINE AMC-PRIVACY (Rev ...

Finding records that were recently accessed allows
you to return to previously viewed records much R
faster. Recently accessed records are available from cgrantt
anywhere and the feature tracks enough data so your
activity in recent sessions is just a click or two away.

[£) Life Safety Briefing
BRIEF EAM ITEM1 (Rev 1 - 8/.,

Leaming Administration ~

Spotlight: Layout of Learning Records
The screen layout of some Learning records contains
three main areas:

e Cross Entity Linking
When accessing records, users frequently see related

assoclations thét th?y may like to investigate more o The Core area (also called the Summary """"’ﬂ — p——
fully. Cross entity linking makes each association a Tab) displays summary information about the BN oo R oo
hyperlink that takes the user to the record in question. record. ittt —

This helps to reduce the time spent searching for

More @ LeamingPlan & View | neods v| SonBy [nom

information. 9 The Relgted area _contalns addltlonal T Pl P
information regarding the entity record. 9

e The Actions area includes links for you |t i i e () et (o]
to take additional actions on the record. —

Cumiculum: Failure Date:

Origin 112612012

ta_ Required Date.

Directly Assign.

THez01s

102
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How to Search: Step by Step

Adding/Removing Search Filters

SuccessFactors gives you many search criteria filters to determine the attributes of
the entity that you would like to use for your search. The search filter determines the
contents of your results by listing only entities that satisfy all the criteria specified

by your filter. Searching by various attributes of specific criteria is helpful when the
exact ID is not known.

Admin Tools > Learning > Learning Administration > Users

9399I 0090999

You can add and remove criteria on your organization’s search screen by
clicking the Add/Remove Criteria link.

Select the checkbox for the criterion you wish to add.

Click Select.

The search query now displays on the Users search screen. To create the
filter on the criteria, click the Filter by criteria icon.

You can choose whether or not you want your search to be case sensitive
by setting the Case Sensitive Search option. To do a non-case-sensitive

search, select No (if that is not the default setting).

Use the drop-down menu to select

Enter the information you know in the text field.

Click Search.
Click the checkboxes to select your choices from the search results.

Click Add to Filter.

Click Submit Filter.

factors” | success acaemy

An SAP Company

Positions Case sensitive search: O ves ® No
Organizations UseclD: [Sanswn v]
Organization Groups Fast Namec [Srsvin [
Flirst Name: SttswWin |V
Regions [sta ™[ ]
Middle Initial: Femwe o]
Tools
Role 1D: [Starts wn v
User Status: a P
s Search Criteria =
i [¥] Last Name [Ihems Requests [ 160
Position 1D:
First Nome SE;:’V* O
Native Deeplink User:

] Midde inital [lEmployee Types  []80

m:mglj.mu.m‘ ns Oso

G [ user ] Job Codes 100
[] Aterate Job

[ related Admn (1o

[V] Brnfia Statue L] sesignment 1120

Reset

=10

@

» Fiiter: 0 Submit Filter

Organizations Filter For Users

Create the fiter using the search below. The search is case sensitive by default. You can choose case insensifive search which applies to
«critena typed n. Be aware of case nsensdive search coukd take long time.

Search Organizations

Case sensilive search: ) Yes ® No
Organization ID: elmmm m

] T

__ T
O
Submit Critenia Resel

Organizations Filter For Users

| » Filter: 0 Organizations
|

Select Organizations from List

As you selact racords o include in your fiter, they wil appear in the Fiter List. Selact Submit Filter when ready to submit the fiter and
return to your base search crtena

<= Search Again

U
O o -

Racics parPage) 10 |~ | IBageedl 2] 3] o) o ePevioue Nexts (74 total racords)

ude
Org.

2
Le
D Levels _ Oy  Sub
1 L

U.S. Department of the Air Force




How to Search: Step by Step

Adjusting Display of Your Search Results
Once you have the results you are looking for, you can sort the data based on the

% c sem ™
Tesl Admin (admin2) * SUCCESSfanrS
An SAP

Learning Administration « c

key columns on your list (except the Description and Employee Status column/field). Fal o T T L T . T T <
Home Users Competencies Leaming Content Commerce System Admin References Reports
A A A ‘ ‘__” L Search: |Enle(KeyworﬂsorCommand 1 ‘ ] L ‘
To sort the list by an entity, click the header of the column to be sorted. An ' = _'
arrowhead will display indicating how the column is sorted, either in ascending or [ ki ® setve O Netsctie O B ﬁ
. Users ", Profile Status: O netve O Expired ® Batn
descending order. — Organizations. e m‘,
— Position 1D: [samewm  [v] T
. . . . N . Native link User: ) Yes () No @ Both
Admin Tools > Learning > Learning Administration > Users Job Familes o S
Positions Add/Remove Criteria © e
O[gﬂnilﬂﬁons Search Save As Resat
o Enter your search criteria. Organization Groups Fieid Gooser © SiaEg] carch Resuits
Enns e Field Chooser n
1 UseriD [] atdress [] Has Access lend Motification
. [# Tools
9 CIICk SearCh. 2 Usger Name u City u Locked Elun»»mm ‘
Records per Page| 10 | [2] Job Locat [] site/Province. [ ] RegeniD PTEY - |
e In the search results section, click the Field Chooser link. User 1D | ¢ | acave [ remcose [ w0 i
E ki [] Emp stons [ country [] Profie status H
H - . . RAYAMABE]
a In the Field Chooser pop-up window, you get to select which attributes of o |renasep [ emorpe [ swenesr [ ostenn O
the listed entities to display in the search results, and in which column. The f [ROBEEARE|[] ypcoe [ ] Hense [ ] wFuTme v O
. . 5 . . 4 |LAURGABE| — _ . P 0
first column (number 1) always displays the record’s ID and is non-editable. & |versel — =
.. . . & |STEVJABEL Abal, Staven J Yas O
For some entities, the second column is non-editable as well. You can add & |AwEVLABER Aber, Amey L ves O
and/or remove other columns. Select the attributes you want to display. oy e = -
In the text box on the left of each item, enter the number of the column in R progel * [Pt 22 ¢ P o (12600l Pl ot B v

which you want the data to appear.

Click Submit to see your search results.
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How to Search: Step by Step

Saving Your Individual Search
Admin Tools > Learning > Learning Administration > Users

Enter your search criteria using the drop-down menus, text fields, and
buttons. When done, click Save As.

Enter an ID for your saved search.

Enter a brief description of the search to make referencing it in the future

you.

Click Submit.

To access your saved searches: click Saved Searches.

Click a link to select the search you wish to conduct.

Click Search to run the search using the saved filters.

239

Downloading Your Search Results

Q On the search results page, click Download Search Results.

6 Selectwhetherto Open or Save the file in the dialog box.

il

Home Users

Competencies  Learning

w

Content  Commerce  System Admin

Search: [ Enter Keywords or Command

| (Go») | LB

easier. Please note, the search filter is individual-based and available only to

factors® ‘ SUCCESS ACADEMY
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Do you want to open or save SearchResult_Student.csv fi

Users Search | Add New &
Users
I Search Saved Searches &
Assignment Profiles Elosg
Enter a value for each field that you want to use to fiter your search. Some fisids allow you to seled Name Remove
Job Codes of remove search criteria to further refine your search. ]’ﬂ
001
Job Families EMPTYPE_Civillan o]
(Employaa type is
Paositions Case sensilive search: O vee @ No civilian)
. hoff Tﬁ
Organizations User ID- [stars witn [ 1 e
Organization Groups Last Name: [sters wn [on |
i First Name: Starts With ~
Regions I ]
Middile Initial: [starts with ~]
[# Tools
Role 1D: |starts with
User Status: ® Active O Not Active O Both
Profile Status: O #ctive O Expired @ Both
Organizations: [starewm ] | g
Position ID: [Starts with T
Native Deeplink User- O vee O No @ Botn o o
Add/Remove Criteria @
Search Save As Reset
Saved Searches Search | @
Users >
> Search > Save Search
Assignment Profiles
Save Search
Job Codes
. * = Required Fields
Job Families
. * Saved Search ID: Q
Positions -
Description:
Organizations
Organization Groups
[ Users " RolelD: Erra—r]
Assignment Profiles User Stalus: ® aetve O Netactive () Both
Job Codes Frofile Status: O setive O Expired ® Both
Organizalions. Starts With T
Job Families [sa
- Pasition I1D: [statevan  Tv] T
Positions
= Native Deeplink User: O ves O No ® Both
Organizalions
o Add/Remove Criteria ©
Organization Groups
Search Save As Reset
Regions
(= Tools Field Chooser & Download Search Results & e
Send Notification
Select All / Deselect All
User ID User Name ~ Job Location  Active Notify
[ mhom Hoff, Marcus Q \ Yes 0
i |MEGHEHOFFMAN Hoffman, Meghan E Yes =
7 |MICHEHOFFMAN Hoftman, Michael E ‘ Yes O
Select All / Deselect All
Send Notification
de -essfactors.com? e Open | | Save ‘ ~4 Cancel




